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OFFICE OS THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT OF ARCHIVES AND nisrow APPLlCATlON FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS !See kblication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives md History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia, 30334, 
A m t i o n :  Schedulina Section. - 

fOR AGENCY U8E . 1. Agency Addross FOR RECORDS MANAGEMENT USE 
AoplicatiOn Number D e p a r t E n t  o f  Human Resources  

Division o f  A d m i n i s t r a t i o n  
golication Dm 

76- 217 June  2 4 ,  1976 . P a t i e n t  A c m u n t s  U n i t  
wimtion Number 47 T r i n i t y  Avenue ,  Rm. 318-H Date Received D.ta Complned 

DHR-77 a t l n n t n .  r h n m i n  

.. Pmontobnoct  Working T i e  Telephonr Number 
Gwen Brewster Director 656-4860 

L 

Act ionR~q~cr ted 
9. 

b. 
e. 0 Amend A h a t i o n  No. CheckOne: 0 Change: a Supercede: 0 Void 
Dsnr of Suler 

a h b u m  Retention Schedule; record will continue to  ammulate. 
0 D i m  of present accumulation; no further aaumulatlon anticipated. 

5. Records SMiu Title lfollowcd by tide usd in offib?; if differend 
hrliest Latest 
1972 1 Present P a t i e n t  Accounts O u t - P a t i e n t  Charg 

1. Oiision ~KI  Ocgw Function 
he Division o f  A d m i n i s t r a t i o n  i s  responsible for p r o v i d i n g  a d m i n i s t r a t i v e  s u p p o r t  t o  the 
epar tment .  
enera l  s u p p o r t  services; d a t a  p r o c e s s i n g  and management i n f o r m a t i o n  s y s t e m s ;  p a t i e n t  accoun t s  
e r v i c e s ;  and p e r s o n n e l  services. 

he  P a t i e n t  Accoun t s  Unit  i s  r e s p o n s i b l e  for a c t i v e l y  i n v e s t i g a t i n g  e a c h  p a t i e n t ' s  a b i l i t y  
J pay  upon e n t e r i n g  any  S t a t e  h o s p i t a l ;  a p p l i e s  and collects for  cost o f  c a r e  from h o s p i t a l .  
h i s  o f f i c e  a l s o  receives Medicare i n s u r a n c e ,  Medicaid checks, p e r s o n a l  net income or other 
sne f i t s  a n d  a p p l i e s  t hem t o  i n d i v i d u a l  a c c o u n t s ,  c h e c k i n g  t o  be s u r e  there i s  no overpay-  
s n t .  

What is the function of the Division and the Offiw in which this record series la created? 

T h i s  i n c l u d e s  genera l  a c c o u n t i n g  services; b u d g e t  deve lopment  and management; 

- 
. Record D.lcription T h i a  file mtatns  the following documents (include form numben and ti?/=, if any): 

Attach samples of the file. 
Documentsrelanng to: & ~ , A J ~ & ~ A U +  m t - p a t i e n t - c h a r g e s  incurred b y  p a t i e n t s .  

eep-p,.&/L, s f i ~ +  +e.i~&&g ~+-NoT~,~,Y-& f-9' 
Indudedfl' ~ _ -  p a t i e n t  name and qumber,  t y p e s  and 
d a t e  o f  *services and f i n a n c i a l  amount -balance .  

, 

File i s  arrangad: c h r o n o l o g i c a l l y  b y  y e a r  t h e r e u n d e r  b y  i n s t i t u t i o n .  , 
> $ \  - ,  , 

L Monthly Roferena Rate 
One to six months old 10 . twentv-five montha and older 

I. Annwl R J ~ O  of AcaJmulation of R-rds 

How often are records raferred to which are: 

; Seven to twelve months old ; Thirteen to twentyfour months old A, 
7 .  

. - 

; Other fspeeirvl- 2 Lener4izo drawers ; Logal4n drawers ; Shelves - 



* a  . ,  - 
YES 1 NO I 10. awrtionnaire (P taa  an "x' in the WOW column) *- 

Y I a. Is this the official cow of the srried 

d. Audiipariod - 
b. Strm of limitation e. Administrative need - 4 yeam 
E Fodarallaw WSS. t. Federal retention instructions Yeaan. 

A m &  oopy or exar t  of laws or regulations. Explain administrative d. 

Based on p r e v i o u s  r e f e r e n c e  e x p e r i e n c e ,  P a t i e n t  Accounts need f i l e s  fo r  a 4 y e a r  p e r i o d .  

12 A p p o v r d  Dlspopolition lnnrudom t h i s  ag?nw racommends that th. file series be cut off at the end of each: 
0 Calendar Year: El FircalYear: 0 Other 

- 
then, 

a Hold in the currant files area r n t h ( S )  4 year(s);ttmn 
0 Transfer to local holding area: hold 
0 Tranrfv to Stam RIoordr Centar; hold 
i3 Destroy. 
0 Transfer to Sum Archives for permanent retention. 
0 otha Ispscy) 

year($): then 
year(s); then 

, 

Stam Records bmminae ISiwatvm) Date 
RecDmmendatlons in ma- r I 


